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| __«¢.__—, Amend Application No. _.__ - .~ Check One: ] Change; O Supercede; O Void _ L
I 4, Dates of Series 5. Reﬁf,irds Series Title (followed by title used in office; if different)
Ezrliest Latest
. 1984 L To Date RN Manpower File - o )
rﬁ Division and fome Func"on What is the functlon of the lesaon and the Offace in which this record seraes 1s created? B )
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APPLICATION FOR RECORDS RETENTION SCHEDULE - | OFFICE OF THE SECRETARY OF STATE

Ean ez T UER Trazs e

DEPARTMENT OF ARCHIVES AND HISTORY
Reconos MANAGEMENT DlVlSION ‘

INSTRUCTIONS See Pubhcatlon No 76—°M 1 for mstructlons on completmg this form. Forward signed original to'
QOepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attentlon Schedulmg Section, p . A
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FORAGENCYUSE [ 1. Agency Address FOR neconosmrgeeﬂmeng usE
Apolication Date . Georgia Ports Authority . Appimatlon Number o T
2/1/85 Administration'Division : 8 5... "7

e Sietiom o Post Officé Box 2406 o S Rocarved e
oplication Numbsr Savannah Geor‘gia'"31402 e ~ ate Recaive - ate mpeted -
ion s ’ | Lﬁ zngm ] EEB 1 51985
. 2. Persun to Contact . , - WorkingﬂTitie' : ' Telephone Numgjﬂ
Carol Moseley L AdmlnIS'l'ra'l'zve Assrsfan'l' ) (9‘!2) 964—3869

T T T T T T T T e o LT TS s e e s — s

-

3. Action Fleque.,ted S e e .
‘8. K Estabish Retention Schedule record will continue to accumulate.
b. C] Dispose of present accumulation; no further accumulation anticipated.
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The Director of Administration assists the Execuflve Dlrecfor in Tke managerlal funcflons
of the Georgia Ports Authority and is responsible for the operations of the Personhel,
Training, Police, Special Investigations, Reproduction/Communications, Risk Managemenf
and Safety DeparTmenTs. Maintains liaison with labor a?+orney and keeps staff advised

of any new labor laws and acts.

7. Record Senes Descﬂpuon This file contains the fol!owmg documents (.-nclude form numbers and tttles if any}
Attach samples of the file. ‘
Documents relating to: Manpower activity at Georgia Ports Authority.
Included are: ' Turnover Report, Job Absence Report (backup), Injury Report,

and Manpower Complement vs. Actual Report.

File is arranged: Chronologically individually.

8. Monthly Reference Rate 'meﬁﬁaﬁww&ffén“é_rgfecords referred to which are: T T S
One to six monthsold ___ 2 _ _.; Seven to twelve monthsold __2______; Thirteen to twenty-four monthsold 0 ___ _:
twenty -five months and ofder_0___ __ 7
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9. Annua Rate of Accumulation of F Renorc_ls A N
letfer izg drawers ... .. _; Legal=ize drawersq___-qA__}, Shelves
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X L,m e lf.n0t, where is it? _ - . , , - —
b. Does the series contain confidential information requiring security handling? If yes, site law or regulation.

X
|1 X 1 ¢ lsthis a vital record? ' B .
X_ d . Does this series have h|stpr|cal of_long term research value? i
e. When one or two documents in the flle make it necessary to keep the entire file for a Iong penod could these
X_1__._documents be scheduled separatelv? . _ Sl s SO L ]
|| x| _f,_1sthe information contained. ILLthISJ.i&JQS_B\!er oublished? [f !gs aﬁach c;:ov A . N

g. Is the information contained in this series ever analyzed and/or recorded m a summarlzed report?
~{f ves_attach cooy, They are al! summary reports.-

h. 1s there a duplication of this series in your office, or in another ofﬂce or agency?

L X L i ves, where? . e e -
_X 1 L Isthis series. faramalggpamwjdmnularlvmcroflbned?
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X | l {._Does the record series result in a computer printout2 WO r‘epor"fs “Job Absence & Manpower are

computer prinfouts.

11, Retentlon Reguiraments The foltowing requires the series to be kept:

a. State Law e _..years. d. Audit period 5 years,

. b. Statute of limitation _ . . ___years. e, Administrativeneed _ _ e aaYRATS,
¢. Federal law .t __.years, . Federal retention instructions - Years,
Attach copy or excerpt of laws or regulations. Explain administrative need. - ) )

Administrative need is for comparison over two year period.. = ; i i
e S : i -j_';.’. - B T - HEE T i " o~ T’ 7" e ? ; |
12. Aporaved Dlspomlon Instructlons , Th:s agencv recommends that the fule series be cut oft at the end of each - B
X Cailendar Year; [0 Fiscal vear; O Other _ AR : —then,
0 Hold in the current filesarea ___ . _month(s} __ year(s); then
B Transfer to local holding area, hold ___ 2. *____vyear(s); then
O Transfer to State Records Center: hold .~ __ _year(s); then
B Destroy. ’
O Transfer to State Archives for permanent retention,
0O Other {Snecify) ‘
y
. [ SRR o AR N R RRTIRE
o |~ - - - - - '
These instructions apply to alf prior and future accumulations of the series. i
:encLH:;c-l-/'be-s-lgneé%&i&qre} 7 - N Date Records Management Officer (S.'gnawre} Date
4/67 i ////K (7;4/_/%,{47 ;//fzé
State Records Commlttee {Signature) Datg
Recommendations in para- Yy 7% /
graph 12 are approved. . State Auditor/Designee Z W{ 4 y (

Pl ey~ . .

(1f disspproved, attach Ietter
of explanation.)

Secretary of State/Designee é&. "M‘M

Attorney Generai/Designee
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